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TO : Chief, Intelligence School DATE: 18 November 195¢
FROM : (hief, Clerical Training

SUBJECT: Yeekly Report No. L5, 11 - 17 November 1958

1. Discussion of New Mailing Procedures. On 7 November 1958,

1 o [ Clerical Orientation instructor, called on |_’—_m} 25X
1 | Jof the Management staff to discuss the new procedures relate

0 the preparation and handling of mall between offices in the Agency.

These will be includec¢ in the Orientation lecture on Agency Mailing

Procedures.
2. IV Shorthand Training. | | met with| | %g’
1 [:::::]Chlef Special Projects Area of the Vestecrn 'Jorld Branch, FDD,

on 13 vovember for the purpose of discussing the televised shorthand
training program which is offered once a week on Chamncl 9. [ ] 25X
has been taking this course since September of this year.

3. Numbers in Clerical Induction Training. During the weeck of
10 November 195(, there were L0 people in Glerical Induction Training.
Of these, 13 were entering for the first time.

L. Humbers in Clerical Orientation Training. There were L0
people in Clerical (rientation jor the week of 10 November 1958.

This total practically triples the number wec had in CCT Training at
this time last year when peakloads had ended by the last of October. 014L1
“&W 13
5. Results of Official Agency Testing Administercd by Clerical

Refresher. The results of the tes“s administered to the on-the -job
Agency employces on 17 Novimber 1958 were as follows:

Tested Quelified
Shorthand 18 2
Typewriting 7 3

6. Results of Official Agency Testing Administercd by Clerical
Induction. The results of the tests administered Lo The entrance-on-
duty cmployees for the week of 10 November 1952 were as follows:

Tested Qualified
Shorthand 6 1
Typewriting 9 I
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Veekly Report Wo. 5, 11 - 17 November 1958

7. Clerical Refresher Treining Program C3 completed on
1l November 1958. Clerical Refresher Training 83 ended on
Tl November 1958 with students enrolled from the following Azency
components: DDP 10; DDI 1hL; DDS 15. The total number of students
was 39.

Personnel Notes:

1. Instructor Transfers. | | Instructor, 254
Clerical Induction Training, transferred from tho Officz of Training

to the Photo Intelligence Center on 17 November 1958, | | 25X
| |who served as secrctary in the JOT offjce, has tazon .
| |place in Clerical Training. 7m&wm (‘,@M/oem] C&lﬂ 1

2. Instructor Returns to Part~time Duty. | | has 25X
returned to Clerical Training for half-days. The Clorical Oricntetion
scheduliez is being designed so that she can participate on that
program in the mornings. l/lf/}(/r
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